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Creating an Excel File from a Text File 

1. Open Microsoft Excel to display the following window. 

 

2. Select Open from the File menu to display a window similar to the following. 

 

3. Select Text Files (*.prn; *.txt; *.csv) from the Files of type field drop-down list, as 
shown above. 
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4. Find the folder containing your file and double-click on the file name to display a 
window similar to the following. 

 

5. Select the Delimited radio button, and click  to display a window similar 
to the following. 

 

6. Select the Tab and Comma delimiters as shown above. 

7. Click  and click  to display a window similar to the following. 
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8. Select Save from the File menu to display a window similar to the following. 

 

1. Select Microsoft Excel Workbook (*.xls) from the Files of type field drop-down 
list, as shown above. 

2. Select the appropriate folder in which to save the file. 

3. Click . 


